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Microfilming 


ober 


In March 1950 the Library began SAT like with a 
microfilm and print precedure: and by pete at bees 


to microfilm all single-copy mat pa 35 ma reel film, 
nw) 
The-Meskine-Dieteton and the ldbrary + 
tgict eis desig tie best sort of system to solve the aaa 


25X1A9a 
document storage and retrieval problem, In January 195. and 55x1A9a 


nis deputy, MIL exonined equizment at [IMM 2514501 
Ibm 
Ce 


mounted into an JBM aperture er window card 8 system 
allowed each document that was microfilmed to be a separate 


entity in itself and not just part of a reel jas was generally the even! 
case in most microfilm applications up to that times 2 = 


—~ eS oy 


told Dre Andrews that the 25X1A9a 


problem was urgent an gle proposed that the Idbrary microfilm 
all incoming documents, keeping a copy of the document as well as 
the microfilme latter would be available at all times both 
for viewing purposes and for reproduction in cases where the 
requester wished to retain a copys > : 


Ga 19 December 1951 the Project Review Comittee authorised "niorofilming 


ef all significant insoming intelligence documents" and approved funds 
25X1A1a 


ee in the —_- the initiel purchase of equipment and in Rye 
amount of for the annual costs ef personal services and supplies, — 

43/Memo, Cy CIA Library tp AD/CD, 20 J@ly SL 
sub: Status Report, CIA Library core ed decuvsificction 


Micros Programs Co (in Uh /Memoy A Library to AD/CB, 16 
ry Bally Reading File 1951. | an a, subs CIA Library Services 


Tae? “8-116 2) Ldbrery 1949—-5L 


25X1A98 5 /Mem te Acting DD/A, 15 Oct 53, subs Microfilm Program of the 
Office of Collection and Disseminatione So (in DD/A 1953 58=98/2 
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a 
The classifier used one of these control slips oF 
taeés on which to write the necessary codes for 
ultimate key punching. The typist prepared another 


multilith mat to be married with the punctoe IBM cae 


“f dellds. va the 


mation , vitich could 


“Portoate 


Bre reeniaen of multilith mats eae uhtil 


1956 ywhen a revised batch system eliminaté the preparation 


953 a Crk 
of control cards for distribution purposese ye mi Fs Aasd hes i see 


adie fr alt the Jirimnl om aS Guth Uke pet me what oy 
In September 1919 dach classtfier was assigne 3 ie . 


an Intellofax stamp bearing his individual number, Used” 

instead of the classifier's initials, the stamp was -ffixed 

in three places: (L) on the face of the document +o 

indicate thet indexing had been completeds (2) on the control 
for the codes, so that key punchers could question a ‘ 

fase” ¥§ 
classifier, 4f necessarys and (3) on the 3atch Control Sheet 
Which stayed with the group of documents through the various 


neocessing stepss 


As the Intellofax System grew, it became more involved and procedures wert 
vontantly revised and hopefully improged. MD and Idbrary personnel worked 
hand=inehand in developing better and faster methods of processing the 
document flow and in taking care of users' needs, A procedure hadto be writter 
for every exception, 


fy he 
— —prorbp lishing Division Intelleten Froce aren. 1919-186H (4n, ons Historical Files) 
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1 


tobeawettterserrevery Kcepereme 
For example? suet—te-mentior-7fewr Bxtra IBM cards 


were printed for a number of offices=—Top Secret Control 


00's 
in order to seb up its owm source card file; Contact Office 
the Intellofax card 
for every O0=B document codec so that #could be matched 


with OO's own contact card fore this procedure continued 


until sei 3 Reference Branch of the eau for ees beak } 
Finished Intelligence and Basic Intelligence docuuent 


for setting up a cumulative index by subject, area 


ieee 
and title fens stopped in 1953]; and ORE and OSI offices 


wen were engaged in the abstract program (see page 3h). 


thal 
A special procedure was written for loan documents whieh 
AWA. 
hed—te-be microfilmed. If more than 1) subject codes» 


appeared on the control slip, the classifier wrote "MATS" on 
“(see Figure 6) 

the Batch Control Sheet, opposite the CIA control number in 

the "coded"! column to indicate that additional Intellofax cards 


were needede _, 


As the years 


GROUP 1 
Excluded from avtomatic 


downgrading and 
eahubdemenlioal declassification 


___. __Approved-For Release-2004/08/04--CtA-RBP84-8095TRO0030004000720 
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fhe early wal Standards included such 
5 


topics orseries asé 

ae Purely administrative mayters 

be Consular er commercial functions (replies to 
complaints of Americans about lack of service) 

c. Notification of change in security classification 

ds Agendas of various international committees 

@, Order of battle (considered a military responsibilit 

£. Transmittals of enclosures not attached and 
not @seribed adequately enough for indexing 

ge Industrial Card File (IGF) reports giving 
primarily plant data 

he Who's Who reports 

ie Joint Weekas (considered cables) 

__Out, of iat _of 21> a ecomente prdcessed in January 1951, 


‘ perce whe 
1125, were nodexod or ea oe the total, 


3) Pussduns hi WAR ¢ if, “alee 
vos 


downgrading and 
declassification 

pda Stasia da In. Procedure 4 in-Mrbetatex Htstorical F x 

—Appro Doloace SAGE We: 5: me A Scag ie Mani 4: 40007-0 ex: Mtstori¢al Files in 1S 
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A printed list entitled "NODEX Standards from Start of 
Intellofax System to July 1966" is indicative of the colorful _/ 


Sét/tééddadtihé bistory of the cerstambiyehanging NODEX programe 
and FDD pects for Mee as the following 


Translations were ¢ particular targetaff/i¢ chdy ayy) ) 
dates aati Uprdlig ) Ewtllpr ty 
August 195ht ‘Nodex FDD Summaries and Reference Aids 
October 1960 Nodex uniRassified translations 
July 1963 Nodex al& translations 
September 1963 Exception made on translations from or about Communist 
China 
February 196), Nodex all translations from newspapers, magazines and books 


Index all others 
March 1965 Index FDD Summaries 


he a paneussad ably wath ag oaipter an 


i 
Fer microfilming of NODEXES Gen oe 


y | : Oe modus howsets (y abe ) 
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No Foreign Dissem 


CENTRAL 
REFERENCE SERVICE 


GROUP 1 


Excluded from automatic 
correnamieliad downgrading and 
declassification 
nite 
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25X1A9a 


25X1A9a 


that a T/O of 20 professionals in the Analysis Section 


would not provide adequate manpower to abstract every documente 


In November the current intake was between )00 and 500 
items a daye The 198 backlog of a pproximately 12,000 © 
SO (predecessor of CS documents from the Clandestine 
Services) and 3009 other CIA reports was decreasing br 
150 items per daye Of the backlog of non-=CIA 
reports it was estimated tna PE he 15),,000 items would 
not warrant indexing because of content, The unclassified 
and restricted documents for 198 were indexed by Special 
Projects #1 ("the pool} Documents issued in 196 and 
197 were processed but only thoge of priority areas of 
interest QR stated that it freutdlappe Rossible that 
'we can set a 1 January 1919 target sy providing dailg 

J 


tab~fax service," And this did occur, — s 


In @ report fo the Assistant Igbrerian on 9 


March 19h9,5 a :: gave wi seUowing 8 eyaeue report 


of Tntel;Lofax cgterager= 


Be Aut nau type eats were . euppently andenad since 
eptember 1946 

be #S" type dochments were elec indexed, such 

jas all State OR r@orts, and Top Yecret reports. 


Ce ALL correspondence with an Executive Regist-y number. 
ae ge All bibliographies on file in the Tibraery 
@« All loan items 


GROUP 1t 
Excluded from automatic 


downgrading and 
Cetiei ea, declassification 


iE 
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25X1A9a 


ed 


cuts and because the OCD Registers picked up the 
found 
personality and industrial plant information in the Daily 


Keports.s On 6 February the Library discontinued the coding 
of all radio broadcast information. Although the IBM 
cards were retired to, Records enterg, the Library retained 
a master printed form of all the coding effort. 

The issue of the desirability of rGgpsteblishing 

25X1A7b 
a machine inde to the i Daily Reports was raised 
% 

periodically. (See—Library Consuitants—Report—of1957. 


oot I-20 


2, Early Intellofax Coverage 


5 With the publication of the ISC in March 1918 | 
u 
H. $ it was possible to start indexing in Berner vst The oat “7 nphate dd * 
' a 32 efforts were confined to 008 reports» } Ons. Tratond! tel Sheet 
ri 
i pa was prepared for each document: jt contained, a biblio : 
Ee ; on (- sen he on oe Wauesbar owt by pata, 2 “ee 
‘i ge § statement y an abstract of the smrertesewiee eGR Le : - 
oO 
ae ” 
Hae: codes, Until the Ventral Index had typing. personnel and. 
S888 
aS SS oot reproducing equipment to type and reproduce abstracts on the 
ee AS 
Be uy 4 tabulating cards, only the punched data appeared on the < 
NSaw | 
yy IBM cards-ané the Transmittal Sheets were filed in the Library? * 
N 


Plans called for the receipt of 1900 c ccuments 


a Gaye Experience already showed that a classifier coyld 
Seer - a 
abstract only 30 documents a day. Becker noted Suemdesromiafted_ 


2b/ Meno, Chief, Library te. ia s-Biristen 
10 Nev 8, sub: Classif’ va on 

and Index{fg ef CIA #oee 
Library Documents, Status soy R/S Woo s Tae 


ofe Ce (4n prone L978 - rapes ooseeneecs00e067 


GROUP 1 
Excluded from automatic 
downgrading and 

declassification 
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Area Classification 


* 


ns for the development of a classification schene, 


chose the Army Map Service (AMS) 


25X1A9a 


Library Ulassification as the best ahi most adaptable 


system for coding geographic areas. According to thid 
system ,the world was divided into 26 main divisions, A 
through Ze Each alphebetic division was further 
subdivided, moving from right to left with a numeric 
designation. For example: 
M Europe 

41M Scandinavia 

11M Denmark 

21M Finland 

@lN Norway 

1M Sweden 

LIM Northern Sweden 

241M Southorn Sweden 

AMS did not maintain its area classification on an 


up~to=date basis; therefore, the Analysis Branch 4the-Seetion 


became_2Beancheariy—trt950) was constantly expanding the 


code and updating it to gecific Intellofax needs | 19 


Axis or Interpdtional Organizations Thus, ts Arab League 


was coded AK/A3 the United Nations became 1/A. (X had been 


iP 
Excluded from automatic 


downgrading and 
bere 5 BY, ws awe wee ed daclassification 


iY/analysis Branch Archival Folder - Area Codes Intellefax 


__ Historical File f in a 
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- 


established as the code £ 
noted  Conmuhist-inf} 


the World). /C dem 


| 
| need or|-dominated countries 
{ 


ie 
could easily/retrieve inf: 


ANE: 
oat (other than USSR hich had 


i" The original design of+ he IBM. card al allowed. 
the 
for oo a 7-10) “€ the eee thereafter, 


col 1 was allotted to the s She\ Two years of experience 


pointed up the fnability of being able to show any area 
relationshipse This came to a head with the 1950 Korean 
War, when it seemed necessary to be able to show some 
conbination of Communist Chinay USSR, North Koreay South 
United States 

Korea or the S@. The entire punching area of the IBM 

card (other than the subject field,which always remained the 
first o'Migite) was revamped, eliminating certain codes 


“had 
weiek did not seem “ecessary, such as day oo Sh seearea tae and 
tr 


othercedasynsnnhoa 
date of information ) and adding nee ae 


digit abbreviated area codes to be used vine as s related areas 


in columns 19=—22. 4 


» —— 


1p/archival Folder-Area Cedes (13, above) 


GROUP 
Excluded from automatic 


downgrading and 
enable ila twiacaes declassification 
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25X1A6a 


and f 


* Analysis Bran¢ “pprotessiona personnes _Were cal 
classifiers; ; indexers, adders ‘the most common; tthe eset 
Ty Libra ont apalystse car in date 


4 


, wl . x ; 
space for tworelated areas of /2/digits aa 3 hes codes 
contained more then Xe digits ecame abbreviated, such as 
228M to SI for The olassifier % Adicate them on 


the code sheet with a pay nties! to 


ert the’ key puncherse 


Example: N (6m) (mY some relationship /etween 
the USSR (N) a (6M) and Russian Zone of 
Germany /(JM) 
i 


25X6A 


Area File 

The advent of the Korean War also brought out the 
need for a separate file arranged by area. Requests whiehsexs_ 
coming in for everything on Korea could not be answered quickly 
because the primary file eyeaneene nt of the ah card was 
by subject code. Beginning Septenber 1950; (oe Meee Seeesre 
started an adjunct Area File by preparing one extra card for 


each main area [there was no card filed by related area), No 


subject code was punched into the card. The Aree Pile fitted = 


specific need at the time, when-many—anatysts were wee fuity— 


iengrant of Keroas =o] continued to serve effectively in 


retrieving all. information on smaller areas, such as the oblasts 
of the UBSR and the prvinces of Chinas Because the Area Bile 


grew so rapidly and was consequently useless for large areas in its 
OTS nd aha nr 
set-up without subject code_punches y ths, Analyeia frdnehYicad- 
n 19 


~ h 1953 mD 
the Reference Svan fade an agreement, concurred in by Pg 
ae 


Machthe Division, that area cards would be punched emty for 
Litedkes ss ie \ Carivrtacs, USSR 


ners 
Excluded on enioalain 
downgrading and 
declassification 
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a oe a . 


the European satellites. (except 25X6A 


Zone of Germany) y USSR oblasts i. 
Anerican countr 


25xéncle Near’ } 


end WériZealand). / 
| In 1955 another important change was made te the 

Area File, The classifier underlined one subject/area combination 

considered most representative of the whole document. The 

entire A ciett abject code was punched into the area cardy 

but within a given area the card was filed only by the first 


three : 
Qj digits of the 180, 


GROUP 1 
Excluded from automatic 


downgrading and 
cee declasifcation 
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\e 


of information could be uniformly aaa to almost all 
and equipment wi qv afat 


commodity, subject codes in™that chapter, These "actions" wer 


pa i pina ony, »sproctmament, ste, The Library. 


a personnel wor iquie 


_Scheme_for afifixing—s-meditier—before—the—subject—code. cs g | 
tel har aye ue & list of one to two-dicit bbe or efi a ier Je 
Dh ees Libpick 7 = or OP ” 


auek ft he” a prrdut ben 
codes Wes~esteblished | The cl ey ae rial oo on the 


code sheet by placing a slash between the modifier and 
a subject code, For axample y the production of coal was 
written as /735.1. The slash appeared on the IBM card as. 
an overpunch in colums 1~6 (subject field), 

his important change in the coding process 

extended 
eventually by-k8S!: to seme other chapters of the TSC. 
Prefix modipes were applied to the military chapters in 195) 
for such aspects as security, vulnerability, sabotage, 
order of battle, dpecifications and in tetera of 


. miltary Sqtpnents. ies Ay ahi” ender saat o i 


| Other: coding: dortoos” were tnaugurated 
wh pawidad dud J Vos he 


% Anebysic—Branch professional personnel were calle by various titles: 
classifiers, indexers, coders (the m@st common, but the least professional), 
and finally Library or document analysts. In this discussion, they will 
be referred to as classifiers, 


x% See early editions of the ISC, ies 


‘ 


~ 
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* 
A. 
5 the Library decided to catalog books 


according to the ISC, a 900 chapter (Organization of 
Information) was added. 

The history of the ISC from tohS—throuwh=2967 
was a history of change and hoped-for improvement, 980 
codes grew to 5,000. A review of the master copies of the 
ISC during these years reveals many pages of revisions. 
ketual new editions were pwlished in 195, 1957, 1960, 
1962, 196: and "19676 Changes in subject codes necessitated 


4 
Wee ne au the preparation of new cards. The printed information 
= nee was transferred from the old card to the new card by means 
Capers | of a heat process, whereas the punched data Was converted by 
5 pyre Kh machine under 1 punches to the new codes, This was a time - 
©: , vl ty? consuming process and caused backogs in—the—“actrme 
ES ae 


Division, (The biagest change to an oe new ISG 
? lt] | in 1960 did not, {nvolve conversions thereafter, the 7 
Intellofex oérds were kept in Separate files—="Alt file 
from 1966 ‘on and "Bit file fre~1960). 

All classification schemes have limitations,a nd the 
ISC was no exception, particularly since code expansion 
was tied into the allotted spaces on the IBM card. Iébmany 
befere-anytiing UnIqhe was-edepbed. As mentioned earlier, the 
full'§ digit expansion of the 760 chapter went “into effect in 
November 198. By 1950 it’ becfne evident that certain aspects 


GROUP 1 
Excluded from automatic 


downgrading and 


